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Hang a copy of your newsletter on the wall across the room from you.
Pretend this is some other League’s newsletter and take a critical look. Answer the following questions:

1. Is the name of the League or the name of the newsletter prominently displayed?

2. Can you read the print – too small, too fancy, too blurred, too crowded?

3. What is your overall look – crowded and messy or some white space around stories, some variety in sizes of

print or headlines?

Now look at the newsletter up close.
1. Have you included how to contact your League? (President, Membership person, Editor, mailing address, phone

or E-mail)

2. Have you prominently displayed your calendar?

3. Have you included a President’s letter?

4. Do you have a variety of stories, written by several writers? (Action or observer reports, brief minutes of meetings

or committee reports)

5. Has your letter been proofed for typos, capitalization and punctuation errors? (Spell-check doesn’t catch everything!)

6. Have you used pictures or graphics of any kind?

7. Can you include a brief biography of officers or board members, new members?

8. Do you have an ad page or supporter page? How does it look?

9. Does your newsletter project a positive image? Is it upbeat? Or is it whining about membership and attendance?

10. Did you include a membership form?

Writing tips:
• Professional writing should be in the third person. After the first use of the complete name of the person in the

article, just the last name may be used. Check the spelling of all names.

• Use present tense unless referring to a specific event in the past or future.

• Be direct. Use an active not passive voice.

• Break up long sentences. Delete unnecessary words.

• Use quotes or personal references to maintain interest.

• Left justification usually is more comfortable to read than full justification.

• Capitalize the League, local Leagues, and our League.

• Proof your writing several hours later or the next day.

